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APPLICATION FOR RECORDS RETENTION SCHEDULE 

I FOR AGENCY USE 
4pplication Date 

-- ~ L _  

lpplication Number t 

~~ .~~~~~ __ 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed ,original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

FOR RECORDS MANAGEMENT ,USE 

7s- 160 _- 
Date Completed 

JuL  1978 I AUG I 0 1978 
I^~_ ~- 

~ __ ~~~~ - 

1. Agency Address 
Stone Mountain Memorial Association 
Stone Mountain Inn and Restaurant 
P.O. Box 715 
Stone Mountain, Ga. 30086 

The Stone Mountain Inn and Restaurant provides lodging accommodations, meals, 

t o  r e s iden t  gues t s  of the Inn and the general  publ ic ,  s ing ly  or i n  groups, and 
also f o r  conventions, banquets and receptions.  The Restaurant a l s o  caters for 
p r i v a t e  parties held i n  the Park, b u t  no t  i n  the Inn i tself .  

entertainment,  and var ious personal  s e rv i ces  to  the  public.  Meals are served 

- - ~ _  - - -̂I_ - II- 
7. Record Series Description 

Documents relating to: aud i t ing  revenues received by both t h e  inn  and r e s t au ran t  on a d a i l y  basis, 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Included are: (See a t tached)  

File is arranged: chronological ly ,by d a t e  of audi t .  
i .~\ I .. , .. . . .  : .  . 

~~ ~ 
~ ~ 

8. Monthly Reference Rate 

.One to six months old 
twenty-five months and older; ? 

Letter-size drawers - ; Legal-size drawers ; Shelves -; Other (specify) .- .-. 

How often are records referred to which are: 
80 ; Seven to twelve months old lo -, . Thirteen to twenty-four months old seldom -.~~-, . 

__  - _ ~  -~ 
9. Annual. Rate of Act-nof Remrdr 

~ ~~ 

%. '. ;, 

' (Over) 
-_.-I 
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L * .- 
.. ~- (Place an "X" in the pro@?wlumn) 

.~ . . 
a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. .i 
-Î-_ _I____ f_-i_l._II_- 

~ 
__I- 

X 
c 

< ---~ -- 
-~ I .I' 

1-2- L-c.--l;thiSavital record? . ~ 

a .  series hare historical w - 6 6  -I~_ 

. inforrmtiocm . . .  ntained in th is seriextermbIj.W-k- ~ ~ 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
r W 2  Q G u - m m a  SBDa 

g;'l$%d inf&m&on'co tained in th' series ever a lyze an or re r ed in a umma i z  d r 
. Ifre~attarrhcaev. 8marize8 in annuay ou&ii%e . a&%$ per2oormed -%y %!&te, Haskin, ant .. 
h. Is there a duplication of th is  series in your office, or in another offim or agency? Sells. 

Partial dupication in Comptroller's Office. -- . - - I f  ver.where? _- = - I .-. - 
ELfilmed2-..-A-- 
ll_-ll_-l_ II 

11. Retention Requirements The following requires the series to be kept: 

3 "years. 
I_ -.years. 

.years. 

1 a. State Law 
b. Statute of limitation 

0 c. Federal law 0 --years. f. Federal retention instructions -- 

years. d. Audit period -- 
0 e. Administrative need 1 - --years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Georgia Code 92-3428a Public Revenue, Sales and Use Taxes - 3 year  retention period. 

~~ . . 

__- ~_-___~ ~~ ~ ~ I 
. ~ .  _ _ _ ~ . - ~  - 

12. Anorwed Disposition -. Instructions . Thishgency recommends that  the file series be cut otf at thg end of each:~ . ~~ 

.~ . .~ ~ . .  ,. .~ . , XXCalendar'Year: 0 Fiscal rear: 0 Other -I-__I . then, 

year (s) ; then @ Hold in t h e  current files area -+-month(s) 6 '  

Transfer to local holding area, hold 
0 Transfer to State Records Center; hold -~--_-year(s); then 
a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

2t - yearb); then 

These instructions apply to al l  prior and future accumulations of the series. 

- -  
3ecomMdadations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f explanation.) 



ATTACHMENT , 

, 
Stone Mountain Memorial Associat ion 
"Inn/Restaurant Daily F inancia l  Audit Reports" 

item 7. 

Included are: "Daily Restaurant  Reports" (form S M I  (R)  -jc78125), which lists d a i l y  
sales and r e c e i p t s ;  "Room Charge Audit Reports" (form S M I / M  1075285), which lists 
room number, occupant, and charge; "Daily Gra tu i ty  R e p o r t "  (form SMI/R/076023), 
which lists gues t  name, employee, and amount of g r a t u i t y ;  "Dining Room Cashier 
Report" (form SMI/R/076365), which lists cash and charge sales, cor rec ted  sales, 
deposit and t o t a l  sales; "Gif ts  and Sundries Daily Cash Report" (form I n  1 X  (4/78), 
which lists ending and open reading, cash and credi t  sales, and t o t a l  sales; 
"Guest Check Control" (no form number), which lists each gues t  check number and 
t h e  employee who wrote t h e  check for the  day; "Missing Check Report" (form SMI(R)  
077146), which lists each check number t h a t  is  missing, name of employee check 
i ssued  to ,  and a c t i o n  taken; "Daily Fo l io  Control Sheet" (no form number), which 
lists each room number of inn,  and gues t s  f o l i o  number and name; "Night Auditor ' s  
Machine Balance Report" (no form number), which lists each department of inn,  
desc r ip t ion  of ac t ion ,  t o t a l  d e b i t s  and credits, and machine balance; "Cash Report" 
(no form number), which lists c l a s s i f i c a t i o n  of i t e m ,  n e t  totals, machine t o t a l s ,  
and deposit amount; a l s o  included are t h e  cash r e g i s t e r  tapes from each r e g i s t e r  
f o r  the day. 


